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Creating a group of employees will allow you to group employees with similarities.

To create a group:

• Click on the Schedule Planner link on the left side of the screen.
• Select Group > Add.
• The Add Group dialog box will appear.  Type the name of the group in the Group

box.
• In the “Available as of ?/??/????” highlight the employees that will be a part of

the group, then click Add.  To select more than one employee hold down the Ctrl
key and click all the names to be added.  To add all of the employees listed in the
Available box to the group, click Add All.

• In the effective date box, select the date that the chosen employees should become
part of the group.

• Click OK.
• Save.

An employee may be assigned to more than one group, but never at the same time.


